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To access the “ADA Continued Stay Review Screen” from the “Client Search Screen” the following steps 
are required: 
 
1. Enter an existing client Unique ID/Name on the “Client Search Screen” and click on the”  
    Search” tab to locate an existing record. If a record exists, single click on the client record and then  
   “Most Recent” tab which opens up the “Client Information Screen.” 
 
2.  On the top menu bar on the “Client Information Screen”, click on the “ADA II” tab and then “ADA  
     Cont Stay Rvw” tab which will open up the “Continued Stay Review List Screen.” However if a client  
     has not yet had an  Income Eligibility and ADA Admission Information record completed, this tab will   
     not be enabled. By completing these two records and saving both will enable the tab to allow access to  
     the “Continued  Stay Review Detail Screen.” The CSR screen will open up by either double clicking  
     on a client continued  stay record,  single clicking on a record and clicking on “Edit” or clicking on the  
    “Add” tab on the Detail Screen. 
 
3.  There is also an “Update” tab which will copy a previous selected CSR that is listed on the screen. Once   
     updated is completed, the document then can be updated and saved for the current review period. 
 
4.  The “Print” tab allows you to print the selected CSR for your clinical record.  
 
 

 
 
 



Continue Stay Review Screens 
 

 
 

5. The required fields to save the record are: Date, Begin Review Date, End Review  
    Date, Expected Discharge Date, and ASAM Level of Care/Specific Program.  
 

 
 

 
 
6.  In addition One of the Yes Boxes must be checked for “Notifying” the Division  
     of Alcohol/Drug Abuse Under: “It is appropriate to retain the patient at the present level of care if”: 
 



 
 
 
    Additional fields that are required to “Notify Division” are circled in RED above. At least 1 Dimension   
    Section must be filled out (Current Status, Rational for Continued Stay, and Plan) 
    Total counseling hours for this review period must be between 1 and 100 hours and documentation     
     must be present in the following areas: Group Participation ,Family Participation, Clinical Impression,    
    Counselor/Credentials and Supervisor/Credentials - If the counselor’s credentials = “CDCT” (Trainee) 
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7.  The “Notify Division (Adult)” will check to see if all appropriate fields are filled in correctly and then  
      send an email to the Division adult department staff.  After the Division has been notified, the  
      Provider will no longer be able to edit the record. 
 
8.  The “Notify Division (Adolescent)” will check to see if all appropriate fields are filled in correctly  
     and then send an email to the Division adolescent department staff.  After the Division has been  
     notified, the Provider will no longer be able to edit the record. 
 
9.  Depending on user security level, a deletion of a record can occur if it has not been previously sent to  
     the Division of Alcohol/Drug Abuse. 
 
10.  To retain the information, click on the “Save” tab. 
 
11.  The “Cancel” tab will return  to the Continued Stay List Screen. 
 
10. The “Print” tab will print all of the Continued Stay Information. 
 
 


